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25X1A  SUMMARY OF OUTGOING CABLSS, DISPATCHYS AND MIMORANDUMS

75 rrvrston, (NG - Jvve, JULY, AUGUST (THXU 25th) 1953

Subject_or Type of Action

Pinsnce lMatters
Contracts (Salary)
Home lLeave

Marriage

S« I c-=55: snvent Problen

6.
Te
8.

Trgnsfer Actions

I

Undeterrined or Miscellaneous
Theatre Clearance Approval (TC2)
K0P

Clearances (Security)

Field Procurement Mattere (Personnel)
Shipment of Personal Fffects

Routine Information

T/0 Information and Personnel Reports
!»!ili‘bar:;r Personnel

Promotion Mattiers

Travel

Legal Research and Coordination

SECRFT

Security I-'

Cables Dispatches
L 3
2 0
3 1
s 9
3 1
1 e
1 ¢]

2k 3
19 L
1 4
13 12
é 1
1 0
15 20
6 b
8 95
2 38
3 8
1 2

¥ermorandums

13

P ST« TR = IR~ T - S 1)

N OO O N

39

31

25X1A6

25X1C4a
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22.

Subject or Type of ‘ction

raft velerment ‘atters

SECRET

Security Information

Pfficiency (Evalustion) Teports

Pgeudonym Tnformstion
Pragur mant, (Personrel)
Giseliplinary ‘etion
Converslon
Re-assignrent

Paesport

Tareer Degicnation’
Tnbterim ‘riivities Papurts
Over “rae Tevwsration
Netail

Fergonnel ‘otions
Personzel Tiles

Tour of iy

A1lowances
Classification
Jemarstion

vover

{raining Fecormendations

Transmittal of “omms

Cables A gpatches  Memorsndurs
1 2 2
0 12 12
o 6 0
0 8 3
0 1 o
4] 0 1
0 0 18
0 0 L
¢] 0 2
0 0 L
0 0 5
0 0 1
#] ¢ 2
0 0 1
0 0 9
0 0 2
0 o 1
0 0 2
0 Y U
0 0 2
0 0 l
¢ 15 13
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(cont'd)
Subject _or Type of Action Cables H.epateheg ¥emorandum
L?e. Rerignations 1 1
h3. *ilitary Regulations 0 1 0
Ehe "I‘raé ning ‘'virseas 0 2 0
L5, RI¥ _o 1 _o
TOTAT = 3 VOUTTS 119 254 218
BYURAGT DIT WONTH 94 814 724
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25X1A
recor e Matarats:o oy rE NG =

Position Inventory Record -« Standard Form OF-hb, "Bmployee Record Card®.

Thess cards are maintained on every position end are tabbed to indicate

@&+ An employee is slotted against a position on a field T/0 but

physically located in headquaerters.
be Slot is vecant or filled.
Ce An individual is in process for the slot but has not entered on duty.
d. TIndividusl occupying slet is Civilian or Military ete.

These cards are grouped by militsry (alphsbetical), headquarters and
Field personnel (by T/C) and Dependent Contract personnel (alphabetical).
A1l esctions are posted to these cards, and a cumlative memorendum
record is nosted, as to action type. This memorandum record is then used
to prepere a monthly statistical summary of actions processed.

"Wheeldex" ~ a card file, alophsbetieally arranged, containing name,
personnel file number, slot number and career designation of each in=-
dividusel occcupying an 7E-T/0 slot, headquarters and field. These cards
are used as an index to ihe versonnel file folders.

Pergonnel files - individuzl personnel file folders arranged numerically,

{indexed by Wheeldex) on each individual occupying an EE-T/0 slot except
Commo, SR, TSS and DiYI persomnel (iut including Dependent Contract
fmployees and military personnel). The predominance of materisl in these
individual file folders relate to finance and travel matters, covering
such documents as copies of Travel Orders, Memo requesis for orders,
Travel Vouchers, Travel authorizations, Itineraries, Administrative

Audit Deference Statements, Cettlement of Outstending Balance records,
etc. Personnel documents include Personnel Data Sheets (Form S9-hii) (if
an individual has been promoted since February 1993), Traiaing Requests,
Letters of Instruction, FE Orientation Check Sheets and copies of migcel-
laneous types of correspondence, cables, dispatches pertaining to its
individual concerned. These files occupy 11 file cabinets of which 13
contain records of separated personnel. These files of separsted person-
nel sre to te traneferred to Personnel Office, DD/A at their convenience,

vilitery Personnel Card - /A card file showing nare, grade, T/0 {lot,
location and tour of duty information. A seetion of this file contains
the name (only) of military versonnel on nther than % T/0's but serv-
ing in ¥ Areas.
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5. °DC File log - a register for recording receipt erd dispatch of all
officisl personnel files moving in and out of E7 Uivision.

6. Dispateh file = blue abstracts of dispatches received; copy of shatract
tiped rnd attached by K1 1s ueed es a log of incoming dispatches,
entries eing made on such abetract slips of sctions teken, such zs
pcrwerded to TN et

Teo

« log of personnel ca'les received and repared. record is
ained on sheets beoded by columns "In (out)® - “tation - fubject

R, Seniority Cards - Kardex record, grouped according to grade, and arranged
- by date of promotion within such grades. Cerd shows nams, Ursde, [{)
frency, Jate of Last Promotlon.

9., Notation Hecord = wheeldex containing cards arranged by month and year
In which individusl is sehedulsd for return to the U. 5. and containing
the Tndividual's ‘lare, Csreer Designation and Month znd Year ' cheduled
for Heturn. ' ’

_ 10. Tersomnel tvaluation Susvense Hecord - & 3x5 card file for follow-up teo
s Tneure timely completion and submission of PiE's on Jivision employees,

11, Promotion Tog - log of promotion status information stowing grades
S asroroted from snd to, dste request recelved, drte sction prepared, desk,
% Pergonnel Zosrd Action dste, Carser Vervice Board action date, "OC
Jate, Fffective livte, Uate field notified and dispatch Ho.

25X1A 12. Chronological Files = pink conles of 21l persunpel ca’ l:=s, dispatcbes
ana memorandr origineting ‘n the |GG -

13. Contr=ct Agent locator ile = & 3x5 card Tile contaiming name of spgent
(oeendo), Type of hgemt (FI, PP, P¥) Project and Case Of “icer.

1. Dispatch Log = log of outgoing dispatches conteining Jispatch NMumber,
Date wri tten, By Whor Writtenm, 'ulject snd Coordinetien.

-2 -

Approved For Release 2001ﬁ§%ETCIA-RDP57-00042A000100190024-3

SRCUN I ation



Approvéd For Release 20QHORE] : CIA-RDP57-00042A000100190024-3

Security information

e

MEJOR WORK P OEFORMID 2D PROC TURES OF THY CAREER SERVICE UNIT OF THR

25X1A I

This unit end the functions performed therein came into existence in
Decemtier 1952 with the advent of the Career Designation Project and the over-
all Agency Career Service Frogram. Major functions of the Unit ere described
in chronological order.

Function 1. Career Designation Project.

Based on general Career Service criteria assigned a career designation
to all E! employees, clearing with appropriate Division and Staff chiefs for
confirmation and resolution of questionable cases. tdvised Personnel Office,
/A of TE's careers designation dete end prepared a Wheeldex file for maine
teinlng current career designation data {card in Wheeldex file shows name,
emnloyee file number, slot mumber snd career designation). This function
required considerable work inltially iut future time spent should bve negligible.

Funeiion 2. Persomnel Evalunatione Proyram,
Laela O e

Receives PFR Record and Routing Slip from POC showing name of employee,
Jot title, grade, type of P'R evalustion (initial or snnusl) and desdline for
return of PER Fomm to “ersonnel Office, /M. Makes out two copies of the
"IR recording above information on the first few lines of the PER formg
transmits PFR forms and routing sheets to appropriate element of *F for nec-
essary evaluation and sdvises supervigor as to proper interpretation of the
more irportant headings; maintains current status of all PER Record and
Routing “heets received and maintains liaison with division operating com-
ponents to expedite seticn snd adhere to suspensc detes indicated; upon
receipt of accomplished forms from opersting units, reviews for genersl ad-
herence to guide lines and discusres extreme evaluations with appropriste
supervisors attempting to obtain ¢ standsrd interrretation for the major
items; forwards ome copy of completed form to appropriate career service
board snd the other to Personnel Office, DU/A. (Present work losd on thie
function about 25«30 & month).

Function No, 3. Developing & Division program to comply withF 25X1A
concerning re-assigment of Field personnel, dated 13 ¥arch Y .

Briefly, thi directed Ares "ivision chiefs to ensure that approe= 25X1A
priate records regHMihiy re-assigmment data are required (effective date o/s
tour starts and “due vack" dates); that field stations ars queried 120 days
pefore tour is completedy that plans for re-agsignment are coordinated with
C58 and that such plans are sutmitted to G55 at least sixty days prior to
individual's retumm to Z 1. IZ has prerared a plan and sent tc tne field
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sutlining the type of informetion reguired for this purpose awnd manner by
whiich the Tield should submit guch data. 2lso developed a . heeldex to fore-
cast rotstion detes of /5 EL nersonnel. The Scrsomnel Officer nsndling this
fanetion visited field te discuss and coordinete elements of nlan.

Function Hoe Le Servicin. T Personnel Promotion foard and verforming liai-
son with tue working level of TI, PP and PV Career Service ioards. ("1s0
occegionally wilh Tomwo, 401 zad O8T Career “ervice Yoards).

fesnong’ Yo for procegsing sll nrorctlon seticns. Fecormendstion is
receivad, losred in and sent o dlecords snd Proc-ssing lections for prepera~
tion of FF=52, returned to Career “ervice Unit "I Persornel which reviows
for time in prade, reneral qualificutlons, o 1 gc.ss28 nuestionable coses
with annropriste desk chief prevares Porsonnzl Date “heet, 13/” Form 59-hl,
end “erorand m comrent for signatur: of |G ef =n¢ forwards
to 7 “rrsonnel Torrd (consicots of Chiel and Jeouty BL Chief "PAFT FE Admin
Chief and “ersonnel “ection Chief. Tris Joard meets lwice monthly). #F
Perennncl Doard indicstes its comment on Perconnel inta “hroete (lote: Only
(%=f and shove go to B Tersonnel oard.) Action papere then go to sporopri-
ate Career Service Board for recomwendstion; thence to Persomnel Gffice, JD/A
for finalization. '1 mav be noted thet the o E Personuel loard does not ree
view 81l prrsannsl actions, confining Its retions in the main, %o all proe
motion szctions of (5-6 or shaves It .ces nowever, review &1l aunointments,
tranaf-rg, re-assi:nments =nd separstions of key persomnel. Personnel/FE
advices field of stetus of oromotion requestes st repul:r intervels and hend
carries many actions between Uareer “ervice lwerds and Versonnel Uffice,
HifA. (ote: Usuzl time for prorotions s x monbk s ago was four o five
months - now cut to Tive weskBle ‘ioter inore 2re slso Jersonnel “osrds in
the "Sselone #11 sctlons originsting in the

= through these bosrds with ihe excention of those originsting in

which, because of the relrst'velr sme?l mmber concerned, come
ireetly to U Division.

- -
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FURCTTONS OF THE "ILITAHY PYRSQMHEL OFFICIR

Determines military personnel requirementes. Confers with Division

officials concerning the necessity for and advisability of utilizing

military personnel. Evaluates requests in terms of the DD/P military

personnel utilizstion policy which authorizes use under one 2°X1A
or more of the following criterin: '

8e Pure military skills sre needed.
be Kequired for operational cover.
te Iiaison with overt milikary units.

Prepares E Division's military requirements accordingly and submits to
¥PD.

reviews qualifications of militar applicant veferrals and selects and/
or recormends for selection. Hecrives files of militar referrals from
¥PD. Matches qualifications againet job requiremente and makes final
selection of Enlisted Men. In the case of Officers, reviews files and
prepares selection recomrendaticns for interssted Mwision Officlsle.

Maintains liaison between 7L Division, field components and MPD regard-
ing military personnel matters. Receives inquiry via cable, dispatch,
memo or telscon from Headquarters or field EE officiala regarding mili-
tary personmel policies or questions. Frepares memo to MPD outlining
problem or question and requests information on which to base a reply
to baslic communications (on routine questions liaison with MPD nay be
ugeless by phone or visit and not necessarily be reduced in writing in
memo form.} Upon receipt of amswer from MPD, examines, and may recast
in the light of Division policy and prepares dispetch, cable or memo in
response to original query. (This function eccupies far the greater
amount of time for the EE During
a three month period (May, June, July 1953) 2h.5% of the outgoing csbles,
dispatches and memos (1h5 of the 591 total outgoing) were on military
persomnel matters.

Advises operating components on Agency sponsored militsry progrems L3
Hilitery Equivalent Service Frogram and 0CD Progrem and on other phases
of military persomnel administration.

Haintains records on militer; persomnel sssigned to Division snd pre-
pares reports as required from trese recordse.
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Comments: '

After reviewing the military perscnnel function in BX Division, the
suggestion thet sppeers obvious is $:uat if MPD were made the action office
(prepering final action pspers for relesse by iE Divisiom Officials) that
practically the entire job of the EE Militery Perscnnel Officer would be
elininated., As a matter of fact, E:J o~ rs requested 25X1A
that such a possibility be considered by the survey team, A conference was

5X1A9a held 31 August with —hief, “PD, Personnel Office, who agreed
that his office would readily perform such service for EE Division and thet
he did not regerd the additiona) work lozd to be prohibitive,

SECRET
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1 September 1953

MEMORANDUM FOR: CHIZF (F ADMINISTRATION, DD/P P5X1A9a
ATTN: I
SUBJECT ¢+ EE Division Concurrence in *Survey Report of the

25X1A rector, Administration, from

Assistant Management Officer, DB/A,
dated & September 1953

25X1A9%a

1. Witk respect to the conclusions and recommendations set forth
in the subject survey, IS, Chief, EE DivisionNEPUWNN 25X
25X1A N and 1 have reviewed the recommendations with NSNS and with 25X1A9a

Plans, Research and Development Staff, Personnel 25X1A9a
0ffice, DD/A, with the following determinations:

a. UWith respect to the recommendation at paragraph Sa:
Concur, with the reservation that paragraph La(3)(c)
not be considered a Personnel funetion, but, rather,
25X1A a I f:nction of the EE Division.

S

b. With respect to the recommendation st paragrsph Sb:
Conowr fully, with your understanding that the basis
of an adequate, accurate and effective records

aystem is the possession of a firm Headquarters and
field !/0.

G. With respect to the recommendation at paragraph Sc;
Concur, with the spprehension that ultimate elimina-
tion of personnel files at Division level will
seriocusly bottleneck Division persommel management
until such time as the Personnel Office is prepared
to render prompt delivery service on official
persomnel files.

d. ¥ith respect to the recommendations at paragraph 5d
and S5e; Concur, and having obtained your verbal -

approval to/
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approval to do so, will implement this work trans-
fer from EE Division to MPD preliminary to sny overe
all D0/P adoption of this recormendation for all
fres Divisions. Immedigte implementation of this
recommendation will, of ecourse, stop short of seck-
ing Cable “ecreteriat sssi;nment of action to ¥ID.
Cable action will be accepted and reassigned by

EE %o MPD,

e. With respect to recommendation et persyraph Sf:
I should like te point out that while the clerical
slots mentioned are currently vacant, this hes
been due to the filure of “ersonnel Procurement
Division to provide sufficient clerical personnel
to the Division, sustaining the requirement for
us’ng casual persgonnel. The nos'tions have been
manned by casuals snd the Division is convinced
thrt any re-eviluation, sfter the current work load
levels off, will justify the retention of these
positions. No objection to the relesse of the
military personnel offieer pesition sft:r proof
thet the new system hes reduced the I Division
work load proportionstely,

2. In my opinion, the organizetion chart and T/0 of the I 25X1A
25X1A _at Tab A require certain adjustments. The Assistant Chief
poeition should ve upgreded to GS-12. I do not trink that the semler
records position can be effectively manned with & GS=7. The positien
was down-graded from GS-9 by the Classification and Wage Division. In
such down-grading, I believe that the Clagsification and Wage Division
de-emphasizas & very important function.

3¢« I reslize that in the time allotted to a survey of this scope,
several importsnt sreas of versorne! mansgement cannot be exasmined. I
recommend thet any re-survey, on a more leisurely basis, be aimed at
certain of the larger protlems. For example, I believe that the EF 25X1A6a
Division has surrendered to the ﬂ a function which is
properly thst of the Headquarters Division, the ND/A support Offices
and the Personnel Office. Cpecifically thie would be the final authority
for rlacement of field persomel. Thie authority should be reinvested
in Headquarters; by regulation, {f necessar-, The responsibility now 25X1A6a
rests with the — beczuse it insisted upon having such
suthority. On a true career mansgement basis, however, the authority

should not be left in the field, but, rather, should bte incorporated as

a responsibvility/
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50curily 'nF/\rm EN .

Approved For Release 2001/03/01 : CIA-RDP57-00042A000100190024-3




Approved por Release 2001{&3{01 : CIA-RD#&7-00042A000100190024-3 -

Security | nformation

s respousibility of the Career Service Boards and the Hesdquarters
offices. Vhoreas COMD enjoys complete freedom in the assigoment of

its persomnel, this is not true of the other support arms, gumely,

788, 80, CFD and logistics. Cadle (IN 17311) 12 @ case in point. In
mmummm,mmmm;mmmawqmm%
states, "Price to decision, desire identity snd job background sketch,

Wy padnt is thet the Mission is not as coagpatent, or at least it should not be
a8 canpetent, as the Chief, Pinanoce Division to judge the technical quali-
fications of the candidate. The same would be true of a T83, an 80 o

o logistics careerist. I believe that Finance Division is capable of
mking the final selsction and assigoment of its personnel snd in manag-
ing its own rotation end career dsvelopment progream. I believe that the
T3S Senior Staff is equmally capable of assuning this responsibility. The
sane is true of the Security Office. As with OO0, I believe thet
Finsnoe Division, Security Office and TS8 should manage their own person~
nel prograns vith & atnimun of Ares Division coordination, With respect
40 the logistics Office, I would want to withhold Judgment until the
Logistics Office bas gained greater experience in a world-wide perscunel
osoagement progrem. I see no ressom why that progrem should not eventumlly
be an the same footing with COMMO. The resson the Logistiocs Office could
not fully implement its program st this time is thet £t does not bave its own
career men in all of the key logistics positioms in the £ie1d. I

think it eventually should heve its own career persounel in these positions,
st vhich time its perscunel management progranm could be made entirvely
effective st Loth ends of the pipeline,

. I believe that the subject survey should have uncovered the fact
that the FE Division presently is cutting al)l personnsl acticns for its
oversess establishment regardless of the Headguarters echelon involved.
Since is unnscessarily burdening the Division, I believe that the new 25X1A6a
£3014 7 mam«mman;mrfo vith anpaxes for
M. MW‘&M' m1’ m. and 131 ione. At this point,
I think those elements, given their own T/0 mumbers, should cut and process
their own actions. Eventually, I think that Fimance, Security, Logistics
and ibly other support slements should have their positions vithin

earmarked, and that they in turn should cut snd process 25X1A6a

their persannel actions, reserving to the Area Division the sctions of
operations and intelligence officers, largely, together with a certein
complecent of secretarial and elerical persomnel. I maintain that, eventually,
the Personnel) Office should supply all Persomnel persomnel in precisely the way
the Finance Division now supplies Finsnce personnsl. It follows that & Per-
soune) Officer or Clerk, therefore, would not remain identified with any Area
Division butl, rather, would be absarbed and identified with the career service
of the Persounsl Office. ’

5, A m&ﬁ/
SECRET

Security Information

Approved For Release 2001/03/01 : CIA-RDP57-00042A000100190024-3




r'

Approved For Release 2001/03/01 : CIA-R#ll§7-00042A000100190024-3
SRCRET

Security Ypformation

S5+ A weskness of the gudject survey would be its failure to have
attacked the problem swrrounding the time lag in the processing
of personnel actions, It is ny bellef that these actions are requivdng
weeks to effectuste, vhereas days should suffice. Perhaps, the swing will
be projected beyond Aves Division proceduwres and will at that time pick
up these over-all deficiencles.

6. I expected the survey to determine the Time and Attendance
procedures of the Division, and their effectiveness or need for reform,
and the entire problem of the use or nisume of oveftime employment,

T+ On the vhole, I think the survey is very timely, healthy, and
constructive and I think that in the time allotted to the survey tean,
1t covered cemsiderable groumd with considersble insight end good
Jodgrent. I should hope that, when all the Area Division gurveys are in,
your Office, in concert with the Feraonnel Office, will carefully weizh
those reccamendations which represent a majority opinion and will
implement these recounendations with a suggested Area Division persomnel
section organization, cogiete with job descriptions, a set of standard
procedures (in “how to do it format), and a personmnel acticons flow
ehaxrt enconpassing the corplete personnel management wheel of the CIA Head-
gquarters and its fleld establisbment, I believe that this result
would gonstitute an important and helpful Staff service.

_ 25X1A9%a
EE/ADMIN
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